() StaffReady

Calendar View
Competency

This reference guide provides a process overview of the Competency submenu within the Calendar view in the StaffReady Welcome
module. The following process steps and instructional information are provided within this document:

o Assessment Status o Viewing Assessments and Tasks on Calendar
o Task Status o Show assessment due date and qualified personnel
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1 | Assessment Status

In the Competency submenu of the Calendar view, the Assessments section will show you assessments that are in the following status:
Assigned and Upcoming. Assigned contains assessments that are Not Started and Started that are available to be completed. Upcoming
contains assessments that will be assigned in the future. If an assessment is completed, it won’t show up.

Assessment Status
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7. Depending on which option you
choose, the correct screen will pop-
up already pre-filtered.

6. Use the Sorting and Filtering
options at the top to get to the
information you are looking for.

7. Once completed, click the ‘X’ to
close the window
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>
t
Filter | |[Filte F Filter Requirement Filter Sk ShowAIIVHShowAIIVK‘ ||, r Dates [
Not
Jim Halpert ) bse Direct Observation BioPlex Incomplete 07/01/2017
Started
2 Monitoring Test Not
Jim Halpert ng e BioPlex © Incomplete 07/01/2017
It Results Started
Performance of Not
Jim Halpert 5 BioPlex Incomplete 07/01/2017
Maintenance Started
Not
Jim Halpert = = Problem Solving BioPlex Incomplete 07/01/2017
5ra Started
Not
im Halpert T Proficiency Testin; BioPlex Incomplete 07/01/2017
J P Y g Started P
Not
Jim Halpert Record Review BioPlex Incomplete 07/01/2017
Started
Jim Halpert t Direct Observation Cobas Excused Excused 01/06/2017
ing T Monitoring Test
Jim Halpert Cobas Complete  100% 01/06/2017 07/06/2017 2my )
It Results T
X 1ance of Performance of
Jim Halpert Cobas Excused Excused 01/06/2017
intenan Maintenance
Jim Halpert 2 Problem Solving Cobas Started Incomplete 01/06/2017
Not
Jim Halpert Proficiency Te Proficiency Testing Cobas Incomplete 01/06/2017
Started
Jim Halpert Record R¢ N Record Review Cobas Excused Excused 01/06/2017

©2017 StaffReady. All rights reserved.



2 | Task Status
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In the Competency submenu of the Calendar view, the Tasks section will show you tasks that are in the following status: Overdue, Due
Soon, Assigned, and Upcoming. Only incomplete tasks will show in this area. Even though you can see future tasks, only tasks that are ready

to be completed will be available to be started.

Task Status
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7. Depending on which option you
choose, the correct screen will pop-
up already pre-filtered.

6. Use the Sorting and Filtering
options at the top to get to the task
you are looking for.

8. You can click the link
next to tasks that are available for
you to complete.

7. Once completed, click the ‘X’ to
close the window

NOTE: Upcoming tasks can show
up if using the show all filter or
the upcoming filter. These tasks
could be for the second part of

proficiency testing, graded exam,

or they could just be a future
task.
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3 | Viewing Assessments on the Calendar

If you have assessments and tasks that are assigned in the month that you are currently looking at in the calendar, you will be able to view
those in the calendar grid.

Viewing Assessments on the Calendar
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7. This will load a new window that
will show you the assessments or
tasks for that day

6. Use the Sorting and Filtering
options at the top to get to the
information you are looking for.

7. Once completed, click the ‘X’ to
close the window
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4 | Show Assessment Due Date and Qualified Personnel

Users can see when assessments are due and who is assigned the tasks for their assessments by clicking on the “document” for an assessment.

Show Assessment Due Date and Qualified Personnel
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6. Click on the for Sunday | Monday Tuesday Wednesday Thursday Friday Saturday _

the assessment that you want to
view.

’k Assessments
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